Using the GroupWise 6.5 Windows program
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Two GroupWise programs: Web and Windows-only
This handout deals with the Windows-only program available on CCSF campuses.

You can read, send, and manage your GroupWise email/calendar using either of two programs. These two programs are sometimes called “clients” because they work with a server in a “client-server” configuration. Whether you choose the Web or Windows program, you are looking at the same mailbox, messages, and calendar. Actions that you take in either one will be reflected in the other—that is, deleted messages will stay deleted, the contents and arrangement of folders will look the same no matter which way you view them.
GroupWise on the Web

· Your GroupWise email is available from any Internet connected computer equipped with the Internet Explorer browser. Use the Web to open your CCSF GroupWise email from a Mac, from home, or while traveling. 

· You must use the Web to view your GroupWise mail from home or on the road. Some people decide that the Web version of GroupWise has everything they need for everyday use. The Windows program is only available from inside the CCSF network.

· To use GroupWise on the Web:
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Open the Internet Explorer browser on any Internet-connected Windows machine anywhere. 
2. Enter the address http://gww.ccsf.edu in the browser’s address box (you don’t need to type the opening http ://). 
3. Choose a server and login.
GroupWise: The Windows-only program
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Only available on CCSF-configured rollout machines. Access it through its desktop icon, its icon beside the Start button (lower left), or by clicking 
Start ( All Programs ( Novell GroupWise ( GroupWise. 
The Windows-only program provides more options than the Web client:

· Sort messages and folders

· Change the position of folders

· Print different calendar formats
· Archive messages to your hard disk

· Configure your GroupWise email
Main message screen

When you Double-click the globe icon on your CCSF Windows desktop to open GroupWise, you see the contents of your inbox (GroupWise calls it your Mailbox).
Standard Display: Quick Reference
If you see the contents of the highlighted message below this display, you have the QuickViewer turned on. See QuickViewer Display on page 4 for more information. 
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The Main Icon bar

Here’s what you can do by clicking the icons above your message list. To see even more options, right-click any message. 
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If you don’t see these icons, go to the menu and click View ( Toolbars ( Main.

Configuring your Icon bar

If your icon bar (here or in any other screen) has icons but no, or not enough, text:

1. Right-click the toolbar, then click Customize Toolbar.
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Click the Show tab.

To clarify icons by including text under every icon, click the round button beside Picture and text or for text on only the most used icons, click Picture and selected text on the right.
QuickViewer Display: Quick Reference
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As you scroll through subject lines[image: image35.png]Mail
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 the QuickViewer window displays messages beneath the message list. QuickViewer can, but doesn’t automatically, display attachment icons. You can change that, or just double-click a message to open a separate window that shows attachments.
	Turn QuickViewer windows on or off from the View menu:
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or the QuickView icon  
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or by pressing Control-Q
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If you want to see attachment icons in QuickView, from the menu click View ( QuickView ( Attachment Window. Then double-click attachments to open them. Sometimes you may have to Right-click an attachment and choose Open from the popup menu.


Adjust the QuickView or Attachments windows by moving the cursor—very carefully—to the line marking the top or bottom of the window until it changes to a double-headed arrow. Then drag to resize.

(
Note:  When you display a message in the QuickView window, its status changes to Read/Opened. If the sender checks its properties in Sent Items, the display will show that you have opened the message. This is why many GroupWise users prefer to turn off QuickView.
QuickView and Attachments: A Tip

If you have trouble with attachments in QuickView, double-click the message to open it in its own window, with its attachment icons displayed below. Then double-click to open or print an attachment. This often works better than staying inside QuickView. 

The QuickView icon bar
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Quickview has its own icon bar. 

As with any GroupWise icon bar, you can change this bar to text + pictures by following these steps.

1. Right-click the Toolbar and choose Customize Toolbar
2. Click the Show tab

3. Click the circle by Picture and text 

QuickView and the Calendar

Turn off QuickView when you want to look at your calendar. Or just drag the bottom of the calendar window down to make it larger. 

You might also want to turn off the folder display (on the menu bar, click 
View ( Folders List).

The Calendar should always be displayed maximized (in full-screen mode).

Reading messages
· When you double-click a message’s subject in the Message list, the Mail From window appears. As usual with GroupWise screens, it pops up in front of the main window. To close it, click the top right X or, on the menu bar click File ( Close.
· Perform common actions like printing, replying or forwarding by clicking the top icons. Many other options are available from the menus.

· To see the rest of a long message, use the scroll bar at the right of the message screen.
· For Reply, Forward and Delete options click the down-arrow below their top icons. 
· To Personalize a message (change its subject line or color), see the next page.


Personalizing Received Mail

If you want to make an email stand out, you can:

· Change its subject line

Change the subject lines of messages that you have received to be more helpful to you. Your changes are only for your eyes, in your mailbox. They don’t affect other recipients’ view of that email, and you’ll see the original subject when you open the message.

· Assign it to a color coded category 

To change the Subject line of an incoming message

1. On the message window, click the Personalize tab. 

2. In the My Subject field type in a new subject for the e-mail.

3. Close the email by clicking its top right X

4. The subject that you entered appears in your message list. You see the original subject when you open the message. 

To categorize a received message

1. Click the [image: image2.jpg]


 button next to the Category field. 

2. Click the selection boxes to assign the message to one or more categories. The first chosen determines the color of the message in your message list. 

3. Categories can be added or customized as necessary: Use the Edit Categories button to change or add categories for your GroupWise account. 

Composing and sending messages
To start a new message, click New Mail on the icon bar or press Control-M. 
The Mail To: window opens. (See next page)

Notes on email addresses

For people with CCSF GroupWise accounts, use name completion: type a first name in an address field, and let GroupWise fill in the rest of the name/address for you—see page 10.

Addressing messages

For CCSF GroupWise addresses do one of the following:

1. Fastest: Use Name Completion (see page 10) by typing the first name of a CCSF recipient

2. Search for addresses by clicking the Address button on the New Mail window.

3. Type in a name of a group that you created (for more on groups, see page 21)
4. Type in the login name of a CCSF GroupWise user (e.g. jdoe for Jane Doe)—you don’t need to add @ccsf.edu
Or: 
For addresses outside CCSF, type in the complete email address (username + @ + ISP e.g. shirl3256@yahoo.com). Name completion may work here if the address is already in one of your personal address books.

Using the Address Selector

You can use a streamlined version of your GroupWise address book called the Address selector to help address a new message. To use the Address Selector:
1. Click New Mail and then click Address on the top or side toolbar.
2. Select an address book from the Look In drop-down list.
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3. Double-click the names you want as primary (To) recipients of your message.
4. To address carbon copy recipients, click the CC button and then double-click the names you want to add to the CC list. 
5. To address blind copy recipients, click the BC button and then double-click names.
To find and add names to the address list of your message:

1. Type as much as necessary of the recipient's name in the Look for window. Start with the first name (unless you have changed your Address book name format: see page 10).
2. Use the up and down arrows to move from name to name if you need to.

3. When the name you want is highlighted, press Enter to send the name to the address list. It will appear in the list on the right for whatever button is pressed in at the time.

4. Continue until the address list is the way you want it and then click OK.
Mail to Window: Quick Reference
If you want to see text under all your icons as in the illustration, right-click the icon bar, choose Properties from the popup menu, and then click Pictures and text.
Fast addressing: Name Completion
1. When you are addressing a new email to another GroupWise user or to someone you have entered as a contact in a personal address book: don’t type in an email address, start typing a name (first name first—unless you have changed how names are listed in your GroupWise Address book). 
2. When you begin typing a name in the To, CC, or BC boxes of an item you are creating, GroupWise’s Name Completion tries to complete the name for you. It searches all address books for entries that match what you are typing. 
Exception
To send a message to someone outside the CCSF GroupWise system, type the complete email address (in the usual form: name@isp.com).

Whenever you send a message to someone not in an address book, the GroupWise Windows program captures the address and saves it in the Frequent Contacts address book. Later, when you start typing that address, GroupWise offers to complete it. 

3. You see the name, not the actual address, in the address field. 
When Name Completion finds the name you are looking for, you can stop typing. 

· If Name Completion doesn't find anything, continue typing: Name Completion searches again after each new character you type. 

· If Name Completion finds a name that is close to but doesn't exactly match the one you are looking for, use the Up- or Down-arrows to scroll through the next and previous names in the address book. (Don’t use the Side arrows!)

4. Press Enter to type another name, or Tab to go to the next (Subject) line.

Using last names

If you’d rather type a last name for Name completion, you’ll have to change how names are listed (first or last name first) in your address book: 
1. Click the Address book button on the main GroupWise window 

2. In the address book’s menu bar click 
View ( Name Format.
3. In the Display Name Format window, click the bubble beside the format you want and then click OK.



Options for sending messages 

You can establish or modify properties of outgoing messages before you send them. Most of these features only apply if you are sending email to other GroupWise users on our system. If the recipient uses Eudora or Outlook to read their GroupWise email or if they forward their GroupWise email to another address, some of these features will not work. 

1. Start an outgoing message. 

2. Click the Send Options tab to bring it forward.  
(You can set defaults for these under Tools > Options > Send).

Categories and Colors
Provide you with a way to organize your items. You can assign a category to any item, including contacts. You create and add categories and can give each category an identifying color. The colors display in the Item List and in the Calendar. 

Expiration date

Deletes message [from your Sent Items and, if not read, from GroupWise recipients’ mailboxes] after the number of days you specify.

Delay Delivery

Allows you to compose a message and have the system hold it until the date and time you specify. At that time, the GroupWise server will send the message.

Notify Recipients

Notifies recipients when the message is delivered. Only works if the recipient is a CCSF GroupWise user and has the Notify program turned on.

Convert attachments

Do not use. Changes format of attached documents from the format of the program you created the document in.

Requesting a Reply
Puts a reply requested by message at the top of the email for other CCSF GroupWise users. Pops up a warning if the recipient deletes the message without replying.

Saving incomplete messages

In the Windows client you can save an incomplete message at any time so that you can come back, complete and send it later. To save your message:

Close the message you are working on by clicking the top right X, pressing Control-S, or, on the menu bar, clicking File ( Save Draft. 
A window appears asking what you want to do:

· Cancel to continue with the message

· No to get rid of the message: Click No and it’s gone!

· Yes to save the message.

If you click Yes, the Folders window appears, with the Work in Progress folder highlighted. Click OK to save there. 
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To get back to the message, double-click to open the Work In Progress folder and double-click the message. Now you can edit and send the message.
This feature is not available in the Web version of GroupWise.

Attachments
An attachment is a file (e.g. Word document, picture, Web page) that travels along with email but is not in the body of a message. Normally, attachments open in the program that created them (Word, Excel), or in a program that reads them (a browser for Web pages, an image viewer or editor for pictures). The program that opens pictures varies by computer.

Sending Attachments
Start a new message: click the New Mail icon or press Control-M.

In the new message window, click the Attach File button at the top of the window or the Attach button on the right. The Attach File window opens. It allows you to browse your computer for files to attach.
1. Click the down-arrow to the right of the Look in: box to see locations.
2. Click the location to open it and navigate to the document or picture that you want.

3. Click OK. The file appears as an icon below your message.

Repeat as many times as necessary until you see icons for all your attachments.  When you send your message, your attachments will travel with it.

(Tip: 
Don’t send very large attachments (over 2 MB) or so many files that they will clog some email systems and make you unpopular with your recipients.

To delete an attachment from your list (the original file will remain on your disk):

· Click once to highlight the file icon

· Press the Delete key or, from the menu bar, click Edit ( Delete.

Opening Attachments

A Paperclip icon marks incoming messages with attachments in your message list. 
1. Double-click the message to open it. You’ll see the attachments as icons in the bottom section of the message window. 
If you don’t see the attachment icon: From the menu bar, click View( Attachment Window
2. Try double-clicking the attachment. 
If you have a problem, right-click the attachment and choose Open from the popup menu.

On Windows computers, pictures will often open in Microsoft’s Picture Viewer. It uses icons for common actions.

Or right-click a picture icon and click  Open with to choose the program to open.
Saving Attachments

(so you can find them later)

When you’ve opened the attachment in a program, you can view or print it as usual. To save, on the menu bar, click File ( Save As (don’t just Save). 
In the Save As window, you can control where you want the file to go. 
Click the down-arrow to the right of the Save in: box and you can choose the desktop, My Documents, a floppy, Zip or flash drive.
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If you just click the Save icon or choose File ( Save, the document will most likely go to a temporary folder (as in the illustration) and you’ll never find it again.

Folders

The left side of the GroupWise window shows your email folders. Show or hide this folder display by clicking View ( Folders list from the menu bar.

All the folders in the illustration are standard for all accounts. You can easily create your own folders inside your Cabinet folder. 
Creating a new folder

Right-click the Cabinet folder icon: On the Popup menu, left-click New Folder
On the Create Personal Folder window, the button beside Personal Folder is filled in
—that’s what you want. 
Click Next.

Fill in the name you want to give the folder, and, if you want, position it: Left will take it out of the Cabinet, and Right would place it inside the folder directly above. 
Click Next. 
On the last screen, just click Finish.

Opening folders
+/-

Click the plus sign beside a folder to see folders inside that folder. Click the minus sign beside a folder to close the display of folders inside it.
If you create folders inside the Cabinet, you’ll have to click the plus sign beside the Cabinet icon to see them.

Note: In the Web version of GroupWise, you must click the Red Arrow beside the Cabinet to open it so that you can see the folders inside.

Filing/Saving a message to a folder

· Drag from the message list to the folder

· Select multiple messages by control-clicking (Mac: Cmd-click) and drag all at once
Or 
1. While reading a message, click Edit ( Move/Link to Folders
2. Choose the folder
3. Click Move. (Link keeps the message in both locations—not what you usually want.)

Sorting folders

Sort the Cabinet by right-clicking the Cabinet and choosing Sort Subfolders from the popup menu.
Right-click other folders, click Properties; then click the Display tab and use the down-arrows to the right of the Sort by and Sort Order boxes to sort as you want.

Changing the position of your folders

In the main screen, click Edit ( Folders from the menu bar, select the folder you want to move and use the Move buttons to reposition. 
· Move Right means move into the folder above.

· Move Left means move out of the containing folder.

The Checklist Folder

Use the Checklist folder to create a task/to-do list. You can move any items (mail messages, phone messages, reminder notes, tasks, or appointments) to this folder and arrange them in any order.

Each item is marked with a check box so that you can check off items as you complete them. Once a message is in the Checklist folder, open it, click the Checklist tab to bring it forward, and assign it a due date. 
You can also:
1. Set its position in the list
2. Mark it Completed
Moving items to the Checklist
Drag the message from the message list to the Checklist folder. Or:
1. Select one or more messages
2. Right-click a selected item or items
3. Click Move to Checklist Folder
Or, when you’re reading a message:
1. Click Actions
2. Click Move to Checklist Folder or, to keep the message in its original folder as well as in the checklist, click Show in Checklist.
Move to Checklist Folder: The item or items are moved from this folder to the Checklist folder, where you can arrange them in the order you want, assign due dates, mark them Completed, and so forth. To return an item to its original folder, drag it back from the Checklist folder.
Show in Checklist: The item or items will stay in the original folder, but will also display in the Checklist folder, where you can arrange them in the order you want, assign due dates, and mark them Completed. 

Or open these items in their original folder to mark them Completed.
Address books
When you click the Address book button on its main screen, GroupWise displays your address books at the top left of the address book window. When you click the Address button on the New Mail/Mail to window, they are available from a pulldown list. 
You have three usable address books, and can create more if you want:
1. Novell GroupWise Address Book
The address book of all people at CCSF who have a GroupWise account. It is created at the network level. So you can’t modify entries, but you can change its display format and use it as a source for your own address books. 
For CCSF addresses, most often you will start with the GroupWise Address book to:

· Address messages to individuals or departments

· Create groups (for committee or project mailings, for example). Groups make sending messages to frequently used lists of people more convenient.

2. Personal Address Book
Initially you have an empty address book with your name on it. Use it to create and store personal groups or addresses of personal contacts, mostly outside CCSF. 
3. Frequent Contacts
An address book that GroupWise maintains automatically. Normally, it contains a list of people/addresses you have written to (from the Windows GroupWise program only). You can set your own parameters for what addresses are saved.

(4. Novell LDAP Address book: Not in use.)
Creating address books
Create new address books for special projects, time-limited lists, or to keep addresses separate. Many folks create new books for lists of student addresses.
To create a new address book: 
From your main GroupWise window, click the Address Book icon. From the Address Book menu bar, click File ( New Book. Name it, click OK.

To add new entries to your new book:

1. Click to select the book in the upper left.

2. Click the New button
3. Choose Contact for new individuals or Group to add a group of users to mail to under one name (the entries must already exist in your address books). Add entries to the group from any address book.
To copy entries from another address book:

1. Click to see the entries in the book you want to copy from
2. Click and drag entries to the new book’s icon. Or right‑click an entry and choose Copy to from the popup menu.
Using Address Books to address mail

You are actually referencing your address books when you use name completion (see page 10) 

You can also open the Address book directly. 
1. Start a new mail message and then click the Address button. 
All address books are accessible from the down-arrow to the right of the Look In: box. The Novell CCSF GroupWise Address Book appears by default.

2. Click the address book you want to add entries from.

3. Find names by starting to type a First Name in the Look For: box. The Address book automatically highlights the closest name as you type each character. Just press Enter to add the highlighted name to your email.
OR: 
Double-click names you want to add in the To field. 
4. To add names to CC (carbon copy) or BC (blind copy), click the CC or BC button and then double click the names you want to add. The names appear in the CC or BC list on the right. They grey out on the address list on the left.
(Tip:
You can select more than one entry before pressing Enter to copy all highlighted entries to an address field. 
· To add individual entries to your selection: Control-click (hold down the Control key as you click). 
· To add several entries that are all together: Click the first entry of the group, then Shift-click the last entry (hold down the Shift key as you click).
5. Repeat typing/adding until you have all the addresses you want. Then click OK at the bottom of the screen.

6. The email reappears with all the addresses you have chosen in the address boxes. For CCSF GroupWise users and any entries that you have added to your address books, you only see the names, not the actual email addresses. 
Type your subject and message and click Send when done.
Adding entries to an address book

You can easily add entries for contacts outside CCSF’s GroupWise mail to any personal address book. Don’t bother adding people already on CCSF’s GroupWise system (they are in the Novell address book) to your personal address book.
( Note:
You can’t add to or delete from the GroupWise address book. It is maintained by GroupWise administrators.

1. Click the Address book button

2. Click to choose a personal address book: the one with your name on it is probably best.

3. Click the down arrow to the right of the New button and choose Contact, or click the New button and choose Contact.

4. The New Contact window opens.

5. In the Contact tab, enter at least the First and Last names and the Email Address.

6. Add any other information that you want, and click OK.

Capturing addresses from incoming emails

To add a person who has sent you an email:

1. Open the email

2. Right click the address at the top of the email: 
3. A popup menu appears.
On the popup menu, [left-] click Add to Frequent Contacts.

4. The full Add a Contact window opens. Add first and last name and any information. If you want to be able to search on their first or last name make sure that their email address doesn’t appear in the Display name field.
The person is added to your Frequent Contacts address book.

5. When you’ve finished, click OK.
Now, when you start to type a first name in the address field of a new message, the name completion feature will pull up and suggest the first names in your address book.

Changing Contact information
Open the address book that contains the contact. Double-click the contact, or click to highlight the contact, and click the Details button at the top of the window. Most of the information is in the Contact tab. Make your changes and click OK.

Deleting Address book entries

Highlight an entry, press the Del/Delete key, and confirm.
Creating Groups
A group is a list of email addresses that you give a name to and save in a personal address book. Then you can type the group name into any address field when you are addressing a new message, or choose the group name from your address book, to send an email to all the members of the group.

Groups are a time-saver, shorthand for lists of addresses to which you send repeated emails: students, committees, colleagues, friends.
(Tip:
To create a group, entries for all individuals must already exist in an address book. You can’t directly type individual email addresses into a group: you must pick them from an address book.

While sending a message

When you are sending an email you can save the addresses as a group. But to do so you must use the Address button at the top or right of the New Mail/Mail to: window to enter addresses, as described on the previous page.
1. After adding all addresses, but before clicking OK, click the Save Group button at the bottom of the Address selector window. 

2. Click the down-arrow to the right of the button to choose what address book to save into. It’s good to choose your personal Address book (with your name on it) so the group will be easier to find.
3. Name the group; enter comments to help remind you about the group’s function, duration, etc.
4. Click the Add button to open the Select Group Members window.

5. In the Select Group Members window, click the down-arrow at the right of the Look in: box to choose an address book to add names from. 

6. Double click names you want to add to your group.

7. Find names by starting to type a First Name in the Look For: box. The Address book automatically highlights the closest name as you type each character. 
8. Press Enter to add a highlighted name to your email, or double-click a name. 
The names appear in the list on the right, and grey out in the address list on the left.

9. To add names to CC (carbon copy) or BC (blind copy), click the CC or BC button before you select names.

10. Repeat typing/adding until you have all the addresses you want. Select other Address books if you want to add entries from them.

11. Click OK until you get back to your message

(Tip:
You can select more than one entry before pressing Enter to copy all highlighted entries to an address field. 
· To add individual entries to your selection: Control-click (hold down the Control key as you click). 
· To add a group: Click the first entry of the group, then Shift-click the last entry (hold down the Shift key as you click).
(Tip:
If you don’t choose an address book the group will be saved in Frequent Contacts—a large book (GroupWise automatically adds addresses to it as you send from the GroupWise Windows program). Open Frequent contact periodically and drag groups to your personal address book so that they will be easier to find.
From the Main Address book
1. From the main GroupWise window, click the Address Book icon (top left). 
2. Click to select the personal address book in which you want to store the new group (usually the one with your name on it).
3. In the Address Book window, click the New button (top left). (If it’s grayed out, you haven’t selected your personal address book.)

4. Choose Group and click OK. 
The New Group window opens.

5. Name the group; enter comments to help remind you about the group’s function, duration, etc.
6. Click the Add button to open the Select Group Members window.
7. In the Select Group Members window, click the down-arrow at the right of the Look in: box to choose an address book to add names from. 
8. Double click the names you want to add to your group.

9. Find names by starting to type a First Name in the Look For: box. The Address list automatically highlights the closest name as you type each character. Press Enter to add the highlighted name to your email.
OR: 
Scroll or arrow down the Address List and double-click names you want to add to the To field. 
10. To add names to CC (carbon copy) or BC (blind copy), click the CC or BC button and then double click the names you want to add. The names appear in the CC or BC list on the right. They grey out on the address list on the left.

(Tip:
Select more than one entry before pressing Enter to copy highlighted entries to an address field. 
· To add individual entries to your selection: Control-click (hold down the Control key as you click). 
· To add a bunch of names listed together: Click the first entry of the bunch, then Shift-click the last entry (hold down the Shift key as you click).
11. Repeat typing/adding until you have all the addresses you want. Select other Address books if you want to add entries from them.
12. Click OK at the bottom of the screen to exit the Select Group Members window.
13. Click OK again to close the New Group window.
Sending email to a group

To send an email to all members of the group, either:

· Open the address book while composing a new message and double-click the group name in the address book, or 
· Simply type the group’s name in any address field of a new message.

Only the group name appears in the address box.

Modifying a group

1. In the GroupWise Windows Client, open Address books and select the Address Book with the group you wish to modify.
2. Double-click the group you want to modify
Or:
Select the group and, from the menu bar, click the Details button
Or:
Right-click the group and choose Details
3. A window appears displaying the members of the group.
4. To remove members, click to highlight the entry and click Remove.

5. To add new members, click the Add button. The Select Group Members window appears.
6. Proceed as you did when creating a group (see the previous pages for instructions on the Select Group members window).

7. Click OK until you return to the Address book.[image: image6.png]
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Icon bar





Save message as Word doc (be sure to browse to where you want to save)





Open next / previous message





Open in Microsoft’s picture editor





Save





Print





Standard folders


Mailbox: Inbox: Click to see your messages


Sent Items: Holds copies of all messages that you have sent. Check Properties of messages to see who has received, opened, and for Calendar-related messages, accepted or declined. Click File ( Properties or right-click a message and choose Properties. Messages are not automatically deleted: you must clean up this folder.


Calendar: Shows all scheduled (Calendar-related) messages: Appointments, Tasks and Notes on a (printable) Calendar. View by day, week, or month.


Contacts: Click this folder to display the people and groups in your Frequent Contacts. Right-click in the right pane after opening your Contacts folder to add a new person (called a Contact), or new group.





View as plain text


View as HTML�(show pictures and formatting)











If you don’t see attachment �icons beneath the message: �On the menu bar, click �View ( Attachment Window





Folder list:


Click a folder to display its message list


To create a new folder:


Right-click Cabinet  and click New folder 


Type in folder name


Click Next and Finish until done


To send messages to a folder:


Click to select a message�Control-click  (Mac: Cmd-click) to select more than one message


Drag message(s) to folder


To sort the Cabinet folder:


Right-click Cabinet  


Click Sort Subfolders


Right-click Cabinet folders to delete/rename


On the menu bar click Edit  > Folders to change order


Right-click a folder (other than the Cabinet) and click �Properties > Display tab to sort messages





Message list:


Double-click to open and read


Click to select a message


Control-click (Mac: Cmd-click)  to select several messages at once


Drag to a folder to save in that folder


Press Delete or drag to the Trash folder to delete one or more selected messages


Right-click for other options








Clicking the Down-arrow to the right of the Forward icon allows these choices. The default is to include the forwarded message as part of your message.





Clicking the Reply icon brings up these options. Usually, you’ll stick with the defaults: not everyone on the original email list may want to see your response!





The text of the highlighted message appears in





Open address selector �(simplified Address book)








Attachment area: shows attached file icons. Drag a file here or click the Attach button.





Send message – Spell-check first





Open attachment dialog





Change to appointment, task, note or phone message





Additional security options: �Not implemented at CSF





Yes: Saves message to Work in Progress folder for later completion


No: Abandons message—it’s gone!


Cancel: Returns to composing message





Context sensitive toolbar: icons/functions vary. Here, select a message and click an icon to:


Delete message, reply, or forward





Group icon





Set category, priority or send date�-see page � PAGEREF _Ref109018374 \h ��11�





Click to choose save location





Print your calendar in a choice of formats





Compose a new message





Click to browse to other folders or disks





Documents: Not supported at CCSF


Checklist: Drag any item into this folder to create your own to-do list. Then open any item in the folder, click its Checklist tab, and set a due date, change its position in the list, or mark it completed. �In this folder, due items’ checkboxes turn green; past due turn red.


Cabinet: Your personal file area. Create new folders here. �Right-click Cabinet, choose New ( Personal Folder, and type a name. Click the Next and Finish buttons until done.�Or on the menu bar, click File ( New ( Folder. You can also create folders inside other folders if you start by right-clicking the folder inside which you want to put a new one.


Work In Progress: Holds incomplete, postponed messages for you to continue and send at you leisure. To save an incomplete message, click the Save icon, or close and click Yes when asked if you want to save.


Trash: Deleting messages automatically sends them to the Trash. Messages are automatically deleted from the Trash after 7 days. Empty the Trash manually by right-clicking, or open the Trash to read, delete, or restore messages. 





QuickViewer Attachments Window (see below to get this display)





The QuickViewer Window





Save message to disk as Word doc





Print





Find text in message





Reply





Forward





Open previous/next message





Display or hide attachment window





Delete selected message





Message properties





Create a new appointment or task �(special message types that create entries in recipients’ calendars)





Find text in messages in all or selected folders





Open Address books to:


Address a message


Add individual or group





Change message into an appointment or note to make it appear on your Calendar





Open address selector �(simplified Address book)





Hold message in Work in Progress folder for later completion





Sends message – Spell checks first





Format font and text emphasis: Formatting only visible to other CCSF GroupWise Windows users





Opens dialog


 





CC: Carbon copy: Addresses in this field will also receive the message. 


BC: Blind Copy. Message sent to all addresses in BC field, but these addresses �don’t appear to other recipients. �Protects addresses: �Use BC to send to lists of addresses outside CCSF.





Delete message (send to trash





HTML: Allows you to add pictures, lines, color to your messages. Results only visible if other GroupWise users click their HTML button


Plain Text: Limited text formatting available—no pictures, lines, color





Click to set a category for this message





See next page





QuickView icon bar (next page)





You type Sarah—name completion shows the last name of the first address book entry that corresponds. The popup with complete information disappears as you continue. Only the person’s name appears in the field but you have actually entered the email address.





Picture Viewer icons





�





Click to see address book choices





To get a CCSF GroupWise email account you must submit an �ITS Request for CCSF Network Login and GroupWise Email form


Forms are available in new hire packets, from ITS personnel or from the Help Desk: 239-3711. Since they are multipart legal forms that require a signature, they are not available on the Web


Your login name will be sent to you when you submit the request form. Your CCSF email address CCSF is your login name plus @ccsf.edu. �So, if your login is jdoe, your address is jdoe@ccsf.edu








CCSF uses Novell’s GroupWise email software. �GroupWise is available:


As a Web interface, from any Internet connected computer, Mac or Windows, equipped with the Internet Explorer browser. 


Use the Web to open your CCSF GroupWise email from a Mac, from home, or while traveling:


Enter the address http://gww.ccsf.edu in the browser’s address box.


Choose a server and login.


As a Windows program, only available on CCSF network connected machines. Access it through its icon on the desktop or in the taskbar beside the Start button (lower left), or by clicking:


Start button ( All Programs ( Novell GroupWise ( GroupWise


Whether you choose the Web or Windows program, you are looking at the same mailbox, messages, and calendar. Actions that you take in either one will be reflected in the other.


This handout deals with the second option: the GroupWise Windows program available only on CCSF networked Windows computers.








This handout supplements CCSF’s Technology Learning Center (TLC) workshops on GroupWise. Other GroupWise materials are available from the TLC Web site: http://www.ccsf.edu/tlc — Click the Handouts link, then GroupWise.








